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APPLICATION FOR RECORDS RETENTION SCHEDULE Dg;:;ﬁ.f“g;;‘igﬁ ARCHIVED A s

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publtca on No. 76—-RM-1 for instructions on completing this form. Forward signed original to
i Cepartment of Archives and istory, Records Management Division, 330 Capitol Avenue, Atlanta Georgia, 30334,
. Attention: Scheduling Section. ' -

i

Y

' FOR AGENCY USE 1. Agency Address | ' o T FoR RECORDS MANAGEMENT use
" appticstion Date Georgla Ports Authority - Aophca'non Number -
. ' Operations Division, Contalner Cen+ra|

!. ‘ §/27/79 : - Post Office Box 2406 7q— |7 q
) Agpilication Numbaer Savannah , Georg ia 31402 . Date Racaived Oate Compieted
| 67 - mOr 5 to7a | JUL 201979

i 2. Person to Contact Working Titie; Telephonﬁumb_er

l I Ward ] e Container Central Manager _964-1721, # 343

3. Action Requested

¥
i
l a. J Estaousn Retention Schedule: record will continue to accumulate.

8. O Disposa of presant accumulait:m : no further accumuiation anticipated.

-
“ 1 e X Amend Apolication No. .. 19=17.___ __ Check One: ® Change; ! Supercede: O Void

¥

4
*f Egrilast Latest
1

. Dares of Series &, Records Serias Title [followed by title used in office; if different)

1971 | To Date | Pass Caples File . | )

: 1'5. Civnision and Gifics Funct!on ] What is the function of the Division and the Offuca in whnch this record ssries is created?

The Director of Operations dssists the Executive Dlrec+or in the managerlal functions of the
Georgia Porfs Authority and Is responsible for the opera+|ons of the Savannah State Docks &

-t Warehouses - Garden City Terminal and Ocean Terminal, Savannah State Docks & Rallroad Company,

Augusta State Docks - Barge Terminal, Batnbridge State Docks = Barge Terminal & Brunswick
State Docks & Warehouse, He also handles the function of leases, including negotiating
leases for all divisions of the Port Authority, and with commercial and industrial concerns
for use of space provided by the Georgta Ports Authority,

The Container Central -Manager 1s responsible for the overall operation of the Container
Central Complex and Field Division. Engages in a variety of planning activities, analyses
ship schedules, container volume, growth, recommends construction, sets internal operating
procedures, maintains lialson with all segments of shippling industry.

7. Record Sarias Description Thn file contains the following documents (mc!ude form numbers and titles, if any}
- Attach samples of the file.

Documents relating to: - {ssuing passes in order to con‘l'r‘ol containers en'l'ermg ‘and
‘ exiting the Georglia Ports Authority.

acludad are: Pass Coplies stating action Involved - whether contalners were
brought In and left, picked up, etc.

File is arranged: Chronological ly

8. Monthly Reference Rate "How often ara records refarred to which are:

One to six months oid : Seven 10 twelve months old ; Thirteen to twenty-four months old
terenty-five months and oidar_J___. ? '

9. Annaal Rate of Accumulation of Rerards '
;Shelves __________: Other [specify) __12 ledal boxes

Letter-size drawers ; Leqgal-size drawers

.o
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a. ls this the official copv of the series? s e w e -
X . If not, where is it? ,
" b. Daes the series contain confidential information requiring security handling? 1f yes, site law or regulation.
X ¢, ls this a vital record? f

x d. Does this series have histarical or long term research vaiue?

X £ _Isth

8. When one or two documents in the f:la make it necassary to keep the entire file fcr 3 Iong penod couid these |

' .docummmmmmmw ;

% g. l: the mformatxon contained in thls sanes ever analyzed and/or recorded ina summanzed report7
_If ves, attach ¢doy, :

If yes, where?

% h. Is there a duplication of this saries in your office, or in anmher oﬂnca or agencv?

11. Retention Requirements

. State Law

X s thamms.ﬁeu_mnmmmﬁm_muimunmnmﬂm?
X L_Does the record series result in 3 computer printout?

The foltowing requires the series to be kept:

a
b. Statute of limitation

1? _ years.

c. Federal law

d. Audit period
e, Administrative need

yesrs.
.vears,

f Federal ratentuon mstrucnons 7

Attach copy or excerpt of 1aws or regulatlons Explain administrative need.
Pass copies need to be retained for the same length of +|me InTerchanges are refalned

because they back up the interchanges with Information not contalnep on the inferchange

sheefs. One documen+ would be worfhless wlfhouf .the other.

e — Y E2(3.

‘.‘
S b A

12. Annroved D:sposmon Instrucuons

@ Hold in the current files area

3 Transfer to iocal boiding area, hoid ..__.3..5‘....._.vear(s): thep .
{J Transtsr to Stata P-cords Santer: ho“!d '

X Destroy.

6 month(s) .

3 Transfer to State Archives for permanent retentlon.

] Othar [Specify)

- This agency recommends that the file series be cut ‘ort at the end of uch
El Calendar Year' O Fisaal vear; & Other mon'rh

than,

year(s): then '

. year(s)_ ithen

Thess instructions apply to ail prior and future accumulaticns of the series,

| Ao

ency Head/Designea (Signaturs)

Date

Racords Managarpent Oﬁwar (Saanawre)

Date

i A A

CMJJ/AL

é-27-7%

—

2 |27

State Records Committee (Signature)

Date

Recommendations in para-
graph 12 are approved,

~ State Auditor/Designee Q A@ — e\

(If disapproved, attach letter
of explanation.) S_ecre%gtemesignee

(Carrnee /)Zd/:y"‘

Attorney Cen"ai/Demnee
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APPLICATION FOR RECORDS RETENTION SCHEDULE DERARTHUCNT D A T ARY OF STATE

RECORDS MANAGEMENT DIVISION

!NSTRUCT lONS See Publicdtion No. 76—RM—1 for instructions on completing this form. Forward sugned orngmal to
Department of Archives and History, Records Management Division, 330 Capitol Avenue Atlanta, beorg:a 30334,
Attentlon Scheduling Section. , :

! FOR AGENCY USE 1. Agency Addréss oo FoR RECORDS MANAGEMENT USE
" Appiication Date Georgia Ports Authority . ' Application Number
i 1-05-79 - | Operations Division, Container Central 7q_ l?
o Post Office Box 2406 -
application Number Savannah. Georaia 31402 » . Date Recaived Date Completed
; 59 » 2e0TS N 191970 (FEB 16 1979
'2. Person to Contact B - Lo ' Working Title ' ' Telephone Number
: } E. Pat Ward Container Central Manager 964-1721, # 343
' - T = =
! i 3. Action Requested ~

L

3. K Estaousn Retention Schadul{ record will continue to accumulate.
b. l'_'] Disposa of present accumulation; no further accumutation anticipated.
s, — Amend Application No. Check One: T Chapge; T Supercede; J Void

?

é e.:arhem Latest

Dates ‘of Series 1 5. Records Serias Title (followed by title used in office, if different)

1971 | To Date Pass Copies File

T
1

Ciywion and Gffics Function What is the function of the Division and the Office in which this racord series is creoted?

The Director of Operations assists the Executive Director in the managerial functions of the
Georgia Ports Authority and is responsible for the operations of the Savannah State Docks &
Warehouses - Garden City Terminal and Ocean Terminal, Savannah State Docks & Railroad Company,
Augusta State Docks - Barge Terminal, Bainbridge State Docks - Barge Terminal & Brunswick
State Docks & Warehouses. 'He also handres the function of leases, including negotiating
leases for all divisions of the Port Authority, and with commercial and Industrial concerns
for use of space provided by the Georgia Ports Authority. X

The Contalner Central Manager is responsible for the overall operation of the Container
Central Complex and Field Division. Engages in a variety of planning activities, analyzes
ship schedules, container volume, growth, recommends construction, sets internal operating
procedures, maintalns liaison with all segmenfs of shipping industry.

A

et 47 e

. Racord Series Description This file contains the following documents (mclude form numbers and titles, if anyl:

Attach samples of the file.
Documents relating to: issuing passes in order to control containers entermg and
‘ ex1t1ng the Georgia Ports Authority.

included are: Pass Copies stating actlon involved ~- whether containers were
brought in and left, picked up, etc.

File is arranged: Chronologlically
Monthly Reference Rate How often are }'ecords referred to w121ich are: |
One to six months oid __ : Seven to twelve monthsold . __.; Thirteen to twenty-four monthsold _ . _;

tweanty-five months and older__1__ ?

9, Annual Rate of Accumulation of Rerords ‘ ] 5 | | b
0 Letter-size drawers ; Legai-size drawers — Shelves e} Qthier (specify) 1 €938 oxes
AR-—-

— -
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YES | NO | 10. Questionnaire  {Place an "*X* in the proper columni T “T ""“ﬂ“

a. ls this the official copy of the series? ! ™

: X [ | . Hfnot, where isit? o

% b. Does the series contain ?onfidential information requiring security handling? !f ves, cite law or rggulatioh. t:‘_j

1 ‘ ‘ o

X c._Is this a vital record? ) '; : | T

3 ‘ X { d. Does this series have historical or long term research vatue? ' { A

1 e. When one or two documents in the file make it necessarv to keep the ennre file for a long period, could these

X documents be scheduled separately? BB - e o,

Xi & infog i ' 1f ves, attach copv, . i

: X g. e mf matfbn contained in thls series ever analyzed and/or recorded ina summarized report? é
_Lf_ves attach copy, b

]

] . 's there a duplication of this series in your office, or in another office or agency? 5
E W if ves. where? Container Central Office with omission of entry & exit times. i
Py x 41 Isthis series [or a major portion of it) reqularly microfilmed? i
X L_Roes the.record series result in 4 computer printout? _ ?
;| 11. Retention Requirements } The foitowing requires the series to be kept:
: a. State Law years. - d. Audit period —years.
1 i b. Statute of limitation years, 8. Administrative need 3 _years.
¢. Federal iaw " years. f. Federal retention instructions years.

LRREFPYY )

Attach copy or excerpt of laws or regulations. Explain administrative need.

; 12 Ab_t;rqved_ Disposition Instructions _ This agency recommends that the file series be cut ott at the end of each: *
S ' O Calendar Year, Q Fiscat vear; gl Other _month _ = - - . _then, ;
)! _ ; . - . - 3 %
! B Hold in the current files area ___..6__month(s) fear(s) then :
I ‘% Transfer to local holding area, hold ____z.____vear(s) then S o - i
: £ Transfer to State Records Canter. hold year(s); then S o T f
| 0 Destroy . - - - R i
; O Transfer to State Archwes for permanent retention. : - o |
P O Other [Specify)
| |
!
- E :
2 ’": e [
| P
: 5
1
|
I
Thesa instructions apply to all prior and future accumuiations of the series. .
Agency Head/Designee /Signature) Date Records Mahagement Qfficer (Signature) 3 Date
| ) 70
/ -
_M&/ tar 29 ,BJMWM /-44’_ 72
, State Records Committee (Signature) ~ Date
Recommendations in para- ' N T
graph 12 are approved. - State Auditor/Designee 1 ’/,.(’ 7 v
{/f disapproved, attach letter yal
of explanation.] Secret%atemesignee - / 5 "‘7 7
]

Attornav Gener:l/Dos:gnoe
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